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Indopmanisa npo podouy rpymy
Po3poOoHukn
IleBuyk JI. I. — aupektop HaykoBo-meTOoauyHOTO IEHTPY NpodeCciHHO-TeXHIYHOI OCBITH Ta
MiABUIICHHS KBai(ikalii IHXCHEPHO-TIENAaroriYHUX TMPAI[iBHUKIB y XMEJIbHHIBKIH 00JacTi,
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3aaycekuii C. E. — 3acTynmHUK 1upekTopa XMeIbHUIIBKOTO 00IaCHOTO LEHTPY 3aHHATOCTI.
Kupuiwk I. M. — meTonuct nabopatopii mpodeciitnoi miaroroBku HaykoBo-MeTOAMYHOTO HEHTPY
npodeciiiHO-TeXHIYHOI OCBITH Ta MiABUILEHHS KBaJi(ikalii iHKeHEepPHO-TIeAaroriYHuX MpaiBHUKIB Y
XMeNpHULIBKIN 00J1acTI.

Kouatok H. /I. — 3acTymHUK TUpEKTOpa 3 HAaBYAIBHO-BUPOOHHUYOI poboTH Buioro npodeciitHoro
yuruiia Ne 25 M. XMeIbHULIBKOTO.

Map’sauny T. I'. — meToauct Bummoro npodeciiinoro yummuma Ne 25 M. XMeTbHHIIBKOTO.
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Hpucsknrok  O.C. — crapumii  maiicrep Bumoro mnpodeciiinoro  yumnuma Ne 25
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®ypman JI. A. — wmaiicrep BupoOHHMYOro HauaHHs Bumoro mnpodeciiiHoro yumiuima Ne 25

M. XMEIbHULIBKOTO.

laTkoBcebka JI. B. — MmeToqucT Bumoro npodeciiinoro yunnuma Ne 25 M. XMeTbHHUIIBKOTO.
HaykoBi KOHCYJbTAHTH

BpoBapcbka O. A. — 3aBigyBau kadeapu «/lokymeHTO3HaBCTBa Ta iH(OpPMAILIHOI TiSIIBHOCTI»

XMENIbHUIIBKOTO 1THCTUTYTY COIIIaJIbHUX TEXHOJIOTINA YHIBEPCUTETY «YKpaiHay.

Map:xxuunbkuii B. B. — HavanbHUK BiAITy HAYKOBOTO Ta HABYAJIbHO-METOJIUYHOTO 3a0e3MeueHHs

3micTy npodeciitHoi ocBiTu IM30 MOH VYkpainu, kana. nej. Hayk.

JlireparypHuii perakrop
Jlicinmua A. II. — meToauct nabopaTopii neperoBOro MeJaroriyHoro AOCBiAY Ta iH(opMariiiHo-
BUIABHUYOI JiSUIBHOCTI HaykoBo-MeTtoaudaHoro meHTpy mpodeciiHO-TEXHIYHOI OCBITH Ta
MiIBUIIICHHS KBaMi(iKkallii iIHKeHepHO-TIeJarOriYHUX MPAIiBHUKIB Y XMENbHUIBKIH 00J1acCTi.

TexHiuHuUil pegakTop

Kupuiiok I. M. — meronuct nabopartopii npodeciiinoi miaroroBku HaykoBo-MeTOAMYHOTO LEHTPY
npo¢eciHHO-TEXHIYHOT OCBITH Ta MIABUIIICHHS KBaMi(iKaIlil 1HKEHEPHO-TIEIarOTYHUX MPaIliBHUKIB Y
XMenpHUIIbKIN 001aCTi.
KajitanoBcbka O. M — HaykoBHid CIIBPOOITHHUK BTy HAYKOBOTO Ta HABYAJIBHO-METOJIMYHOTO
3abe3nedenHs 3micty npodeciitnoi ocsitu IM30 MOH VYkpainu.

KepiBHnku po6o4oi rpynu
Iymik I. B. — renepansuuii qupextop aupexropary npodeciitnoi ocsitn MOH Vkpainu.
Kyunncbkuit M. C. — HayagbHMK TOJIOBHOTO YHPABIiHHSA MNpOQeEciiiHOl OCBITH AMPEKTOpary
npodeciiinoi oceithu MOH VYkpainu.



3araJibHi M0JI0KEHHS

Crangapt npodeciiinoi (mpodeciiino-rexniunoi) ocsitu (nani — CII(IIT)O) 3
npocdecii 4222 Anminictpatop po3pobneHo BiamoBimHo 10 Koncturymii Ykpainu,
3akoHiB Ykpainu «[Ipo ocity», «IIpo mpodeciitHy (mpodeciiiHo-TeXHIYHY) OCBITY»,
«[Ipo mpodeciiiHuii po3BUTOK NpalliBHUKIB», «[Ipo 3aitHsATICTH HaceneHHs», «lIpo
oprasizaiii po0oTOAaBLIB, iX 00’€IHAHHS, MpaBa 1 TapaHTii X AISUIBHOCTI», TOCTAaHOBU
Kabinery MinictpiB VYkpainn Big 23.11.2011 Ne 1341 «lIpo 3arBepkeHHS
HauionansHoi pamku kBamidikamiin», posnopsamkens Kadinery MiHicTpiB YkpaiHu Bij
14.12.2016 Ne 1077 «lIpo 3arBepmxenHs I[lmany 3axomiB 13 BIPOBAKEHHS
HamionaneHoi pamkm kBamidikamiii Ha 2016-2020 poxku», posnopsikenHs Kabinery
MinictpiB Ykpainu Big 03.04.2017 Ne 275-p «IIpo 3aTBepaKeHHsI CEPETHBOCTPOKOBOTO
IUIaHy mpiopuTteTHuX M Ypsaany 10 2020 poky», BuUMOr KBamidikamiitHoi
XapakTepucTuku npodecii  Aaminictpatop JloBigHuka npodeciii mpaliBHUKIB (BHUILYCK
Ne 1 «IIpodecii mpamiBHHKIB, IO € 3aTraIbHUMH JIJIs BCIX BHJIIB €eKOHOMIYHOI JisSIbHOCTI,
po3ain 1 «IIpodecii kepiBHUKIB, TpodecioHaniB, (HaxiBIiB Ta TEXHIYHUX CIY>KOOBIIIBY),
3aTBEPJKEHOI Haka3oM MiHICTepcTBa Mpanl Ta COLIaIbHOI MHOJITHUKKA YKpaiHU BIJ
29.12.2004 Ne 336 Ta iHIIUX HOPMATHUBHO-TIPABOBUX JIOKYMEHTIB 1 € 000B’SI3KOBUM IS
BUKOHAaHHS BCIMa 3akiajgaMud  npodeciiHoi  (mpodeciiHO-TEXHIYHOI)  OCBITH,
MIPHEMCTBAMH, YCTAHOBAMH Ta OPTaHi3aIisaMHU, HE3aJISKHO BiJ iX IIAMOPSAIKYBAHHS Ta
dbopMHu BIIaCHOCTI, IO 3AIMCHIOIOTH (ab0 3a0e3medyroTh) MIATOTOBKY (TIABUIIICHHS
npodeciitnoi kBamidikarii, HepeniaroToBKy) KBainiikoBaHUX POOITHUKIB.

Crangapt npodeciiinoi (mpodgeciiHO-TeXHIYHO1) OCBITH MiCTHUTH:

TUTYJIbHY CTOPIHKY;

iH(pOopMmartito mpo podouy rpymy 3 po3podaenns CII(I1T)O;

3arayibHi BUMoru o0 peanizamii CII(ITT)O;

3arajgbHONPOQeCIiHUN HaBYaIbHUMN OJIOK;

nepeNniK HaB4aJIbHUX MOJIY/IIB Ta MPOdECIHUX KOMIIETEHTHOCTEH;

neperiK KII0YOBUX KOMIIETEHTHOCTEHH;

YMOBHI IMO3Ha4YeHHs, 1110 BUKOoprcToBYIOThCsA Y CII(IIT)O;

chepy npodeciifHOl TisUTbHOCT1 BUITYCKHHUKA;

cnenudiuai BUMOTH 10 pOoOITHUKA 3 JaHOi mpodecii;

BUMOTH J10 TipodeciitHol KBami(ikariii.

3aragabHi BUuMoru moao peadizanii CII(IIT)O

[TinroroBka kBamiikoBaHUX POOITHUKIB 3a mpodeciero AIMIHICTPATOp BKIIIOYAE
NepBUHHY TpodeciiiHy MiAroTOBKY, MEPEHmiArOTOBKY Ta MiABUILNEHHS MpodeciiiHol
kBamdikamii. [linroToBka 3a mpodeciiiHO0  KBamidikaiielro TIPYHTYEThCS  Ha
KOMIIETEHTHICHOMY MIAXOA1 Ta CTPYKTYPYEThCS 3a MOAYJIBHUM  IMPUHITUIIOM.
Hapuanpauit momaynbs — joriuHo 3aBeprieHa ckiagoa CII(IIT)O, mo ¢gopmyerbes Ha
OCHOBI KBawmidikamiiaoi xapakrepuctuku (maai — KX) rta/abo, 3a HasSBHOCTI,
npodeciiinoro cranaaprty (mam — IIC), morpe® pobOoromaBiiB Tamy3l, Cy4YaCHHX
TEXHOJIOT'1i, HOBITHIX MaTepiaiB.

CTpyKTypa HaBYaJIBLHOTO MOJYJIS BKIIIOUAE MEPETIK KOMIETEHTHOCTEH Ta iX 3MICT.
3aCBOEHHSA HABYAJIbHOTO MOAYJS MOXE MIJATBEPKYBATHCS BIAMNOBIIHUM JOKYMEHTOM
(cepTudikaT/TIOCBITUCHHS/CBIIONTRO), IO BUAAETHCS 3aKJIaJI0M OCBITH.

CII(ITT)O BuzHavae Tpu rpymnu KOMIIETEHTHOCTEH: 3araibHOIpOodeciiiti, KIIF0YOBI
Ta mpodeciitai. KoMIeTeHTHICTE/KOMIIETEHTHOCTI — 3/IaTHICTh OCOOW 110 BUKOHAHHS
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MEBHOTO BHY JiSUTBHOCTI, IO BUPAXKAETHCS Yepe3 3HAHHS, YMIHHS, MOPAIbHO-CTUYHI
LIIHHOCTI Ta 1HIII OCOOUCTICHI SIKOCTI.

3aranpHonpodeciiiHi KOMIETEHTHOCTI — 3HaHHS Ta YMIHHS, IO € 3arajJlbHUMU
(cmimpaEME) a7 mpodecii. ko HaBYaHHS 3MIMCHIOETHCS OE3MEPEepPBHO HA JEKUTbKA
npodeciiiHux KBamidikaiii, TO 3araJbHONpodeciiiHi KOMIETEHTHOCTI HaOyBalOThCs
OJIMH pa3 — Mepe OBOJIOAIHHSAM HaBYAJIBHMM MaTepiajoM IOYaTKOBOI MNpodeciiHOol
KBaTidiKarii.

KitouoBI KOMNETEHTHOCTI — 3arajibHi 3J10HOCTI ¥ yMiHHS (IICMXOJOTIYHI,
KOTHITUBHI, COIIalbHO-OCOOUCTICHI, iH(oOpMaIlliliHi, KOMyHIKaTHBH1), 110 JAafOTh 3MOTY
0Cc001 PO3YMITH CHUTYaIlll0, JOCATAaTH YCIXYy B OCOOMCTICHOMY 1 TIPOQECIHHOMY >KHUTTI,
HaOyBaTH COLIANBHOI CAMOCTIHHOCTI Ta 3a0e3neuyioTh ePEeKTUBHY MpodeciiiHy i
M1KOCOOUCTICHY B3a€MOJIiI0 (HAOyBarOThCS BIPOJOBXK BCHOI'O TEPMiIHY HABYAHHS M03a
poOOYMM HaBYAIHLHUM ILJIAHOM).

[TpodeciitHi KOMIETEHTHOCTI — 3HAHHS Ta YMIHHS OCOOM, SIKI JAalOTh il 3MOTy
BUKOHYBATU TPYAOBI PYHKIT, IIBUIKO aAaNTyBAaTUCS A0 3MiH y NpodeciiiHiil TisIIbHOCTI
Ta € CKJIaJI0BUMH BIAMOBIIHOI podeciiiHoi KBami(ikarii.

VY 3aknagax npodeciitHoi (podeciitHO-TeXHIYHOT) OCBITH TPUBAIICTh MEPBUHHOI
npodeciifiHOl MiArOTOBKU BCTAHOBIIOETHCS BIAMOBIIHO 10 MpodeciiiHoil kBamidikalii, Ky
HaOyBae 3100yBay OCBITH, III0 BU3HAYAETHCS POOOYNM HAaBYATHLHUM IIJIAHOM.

[Ipu opranizamii migBumieHHs npodeciiiHoi kBamidikalli, mepemiaroToBku abdo
npogeciiHol mArOTOBKM HAa BUPOOHHUIITBI CTPOK MPOo(deciiiHOro HaBUYaHHS BU3HAYAETHCS
3a pe3yJibTaTaMHd BXIJHOTO KOHTPOIO. BXIimHUN KOHTPOJIbL 3HaHb, YMIHb Ta HaBUYOK
3I1MCHIOETHCS BIIITOBIIHO /10 3aKOHOJABCTBA.

Hapuanshuii yac 3m00yBada OCBITH BU3HAYAETHCS OOJIIKOBUMHU OJMHHISIMHU Yacy,
nepen0ayeHoro JJis BUKOHAHHS HABYAIbHUX NPOrpaM  3akiajiiB  MpodeciiHol
(npodeciiHO-TEXHIYHO1) OCBITH.

OO61IKOBUMU OJIMHUIISIMU HABYAJIBHOI'O YacCy €:

aKaJieMI4Ha roJiMHa TPUBAIICTIO 45 XBUIINH;

YPOK BUPOOHMYOIO0 HAaBYAHHSI, TPUBAJICTh SKOTO HE MEPEBUINYE 6 aKageMIYHHX
T'OJIUH;

HABYAIBHUI JICHb, TPUBAJIICTH SIKOT'O HE TIEPEBUIIYE § aKaaeMiYHUX TOJIHH;

HABYAIBHUHN THXKJI€Hb, TPUBAIICTH SIKOTO HE TIepeBUIYye 36 akaJeMIYHUX TOJUH.

Hapuanphuii (poboumnii) uyac 3700yBaya OCBITM B TEPiOJ NPOXOJKEHHS
BUPOOHNYOI TIPAKTUKHU BCTAHOBIIOETHCS 3aJISKHO BiJ PEXKUMY POOOTH MiANMPUEMCTBA,
yCTaHOBU, OpraHi3allii BiIMOBIIHO IO 3aKOHO/IaBCTBA.

[Tpodeciiino-pakTHYHA MATOTOBKA 3MIMCHIOETHCS B HABYAIBHHX MANCTEPHSX,
nabopaTopisix, Ha HaBYAJIbHHUX I[OJIIrOHaX, HABYAIbHO-BUPOOHWYUX JUIBHUILAX Ta
Oe3nocepeIHbO HA POOOYUX MICISAX MIMPUEMCTB.

Bumoru 10 koxHOT ipodeciitHol kBaidikalli BKIFOYAOTh:

KBaTi(iKalIMHY XapaKTePUCTHKY;

BUMOTM JIO OCBITHBOI'O, OCBITHbO-KBaJi()IKalIHHOTO piBHS, MpOQeciiiHol
kBaidikarlii ocio;

TUTIOBY HaBYAJIbHY TIPOTPaMY;

TUIIOBUN HaBYaJbHUU IIJIaH;

nepesiik OCHOBHUX 3aC001B HAaBYAHHS.

TunoBa mnporpama MIATOTOBKM KBaTI(PIKOBAaHUX PpOOITHUKIB ISl  KOYKHOI
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npogeciiinoi kBamiikaliii BU3HAYa€ MEpeNiK HABYAIbHUX MOMAYINIB, MEPENik Ta 3MICT
npodeciiHuX KOMIIETEHTHOCTEH.

TunoBuil HaBYaNbHUM TUIAH MIATOTOBKU KBadi()iKOBAaHUX POOITHHUKIB JJI KOXKHOT
mpodeciitHoi kBamidikamii BKJIIOYAE PO3MOALT HABYAIHHOTO HABAHTAKECHHS MK
3arajibHONIpodeciitHoo,  MpodeciHO-TEOPETUYHOI0  Ta  NPpodeciitHO-TIPAKTUYHOIO
MIArOTOBKOK; KOHCYJbTAllll; KBajl(iKalliHy aTecTamito. Y TUIOBOMY HaBYAJIbHOMY
IUIaHI BU3HAYCHO 3arajibHy KUIBKICTh TOAWH JUISL  OBOJIOJMIHHS MpO(eciitHOIO
KBaTI(PiKaLI€r0 Ta PO3MOALUT TOJMH MK HAaBYAIIbHUMHU MOIYJISIMU.

PoGoui HaBuanpHI IJIAHU Ta TPOrpPaMu IS MMJATOTOBKH KBai(hiKOBaHHMX
POOITHUKIB PO3POOIISIOTHCA 3aKianaMu mpodeciiinoi (mpodeciiHO-TeXHIYHO1) OCBITH 3a
MOTOJKEHHSIM 13 POOOTOAABISIMY Ta OpraHaMH yMPaBIiHHSI OCBITOIO HA OCHOBI TUIIOBHX
HaBYAJIbHUX IJIAHIB T4 TUTIOBUX HaBYAILHUX MPOTPaM.

Po6oui HaBuanbHI IUIAHW MIATOTOBKM KBaMTI(PIKOBAHMX POOITHUKIB BHU3HAYAIOTh
rpadik HaBYAIBHOTO TIPOIIECY, HABUYAIbHI MPEAMETH, iX MOTOJWHHUN PO3MOAUT Ta
CHIBBIJHOIIEHHS  MDK  3arajpbHONpodeciiiHo,  NPodeciHHO-TEOPETUIHO  Ta
podeciiiHO-NMPAKTUYHOIO MIATOTOBKOIO.

PoGoui HaBwanbHI mNporpamMu s MIATOTOBKH KBadiiKOBaHMX POOITHUKIB
BU3HAYAIOTh 3MICT HaBUAJIbHUX TMPEAMETIB BIAMOBIIHO JO KOMIIETEHTHOCTEH Ta
TEMAaTHYHHI TTOTOAMHHUN PO3IOLI BIAMOBIIHO 10 poOOYMX HABYAIBLHUX IIJIAHIB.

[Tepenik ocHOBHUX 3ac00IB HaBUaHHs 3a KOXKHOIO MpodeciiiHow KBamidikaliiero
PO3pOOIICHO BIIMOBITHO 10 TOTPEO pOOOTOMABIIIB, CydaCHUX TEXHOJOTIN Ta MaTepiatiB.

3a pesynpTaTaMu 3A00yTTS KOXHOI mpodeciitHoi kBamidikamii TPOBOAUTHCS
Jep>kaBHa abo0 TpoMDKHA (moeranHa) KBamiikamiiiHa arecrtaiis, 00 nependavae
OIIIHIOBaHHS HAOYTHUX KOMIIETCHTHOCTEH Ta BU3HAYAETHCS MapaMeTpaMH: «3HAE — HE
3Hae»; «ymie — He BMiey». [loTouHE OIIHIOBAaHHS TPOBOAUTHCS BINMOBIAHO O YMHHOI
HOPMAaTHUBHO-IIPaBOBO1 Oa3M.

3aknaau mpodeciitHoi  (MpodeciiHO-TeXHIYHOI) OCBITH, OpraHu YIpPaBJIiHHSA
OCBITOIO, 3aCHOBHHMKHM OpPTraHi30BYIOTh Ta 3IHCHIOIOTH TIOTOYHWH, TEMaTHYHUH,
NPOMDKHUN 1 BUXIAHUN KOHTPOJh 3HaHb, YMiHb Ta HABUYOK 3/100yBadiB OCBITH, iX
kBamidikaiiiay arecrarito. [IpeacraBHuKM poOOTOABINIB, iX OpraHi3allii Ta 00’ €IHaHb
JOTY4YaroThCS 1O TEMATHYHOrO, BUXIJHOTO KOHTPOJIIO 3HaHb, YMIHb Ta HaBHYOK
3100yBayiB OCBITH Ta 0e3MOcepenHbO OEpyTh yuacTh y KBamiQikaiiiHiil aTecTarii.

[Ticns 3aBepilIeHHS HaBYaHHS KOXKEH 3700yBad OCBITH IMOBUHEH YMITHU CAMOCTIMHO
BUKOHYBaTH BCi poboTu, mepenbadeHi  KBamiiKamiifHOI  XapaKTEPUCTUKOIO,
TE€XHOJOTTYHUMHU YMOBAaMH 1 HOpMaMU, BCTAHOBJIEHUMHU y Tany3i.

HaBuanHs 3 OXOpoHM mpall NPOBOAUTHCS BIAMOBIZHO JO BHMOT YHHHOIO
3akoHonaBcTBa [Ipo oxopony mpari. [Ipu cknaganHi poOo4MX HaBYAIBHUX IUIAHIB Ta
nporpaM HEOOXiJHO BpaxyBaTH, WO [JIsi I[OYaTKOBOrO HaBuyaHHS (mpodeciiiHoi
MiATOTOBKM) HAa TEOPETHMYHY YaCTUHY TMpEAMETa «OXOpOHa IMpari», L0 BXOAWTH JO
3arajibHONIpoeciitHoro 610Ky, MOTPiIOHO BUAUIMTH He MeHile 30 ToJuH HaBYaIbHOTO
yacy, a Mpu MIJBUILEHHI NpodeciiHoi KBamiQiKalli Ta NepeniaroToBul — He MeHie 15
roguH HaByaibHOro 4acy (m.2.3. TumoBoro monoxeHHs MPO TMOPSIOK MPOBEICHHS
HaBYaHHS 1 MEpPEBIPKM 3HaHb 3 MHUTaHb OXOPOHM IIpalli, 3aTBEPIKEHOI0 HaKa30M
Jlep>kaBHOTO KOMITETY YKpaiHM 3 Harjsiay 3a oxopoHoro mpartti Big 26.01.2005 Ne 15,
3apeecTpoBaHoro B MinicTepcTBi toctuiii Ykpainu 15.02.2005 3a Ne 231/10511 (i3
3MIHAMH).
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BuBuenns cnemudiuHux npodeciiHUX NHTaHb 3 OXOPOHH TMpaii HEOOXITHO
3MIMCHIOBATH B KypcaxX CICIiaJbHUX Ta 3arailbHOTEXHIYHMX JUCHUIUIIH — 3 METOI0
MOETHAHHS TEXHOJIOTTYHOI MIATOTOBKM 3 MIJITOTOBKOKO 3 OXOPOHHM Tpail, a poboui
HaBYAJIbHI MPOTrpaMHM IIUX HAaBYAJIBHUX IPEAMETIB ITOBUHHI BKIIFOYATH BIATOBIIHI
MUTaHHs O€3IeKu Tmparil.

J1o caMOCTIHOr0 BUKOHAHHA poOIT 3100yBadl OCBITH JOMYCKAIOTHCS JIUILIE MICIs
HABYaHHS 1 IEpPEeBIPKHU 3HAHD 13 OXOPOHU TIpaIll.

KBanidikamuiitna nmpoOHa podoTa MpOBOAMTHCS 3a PaXyHOK 4acy, BIJIBEIEHOIO Ha
BUpoOHMYYy TpakTuky. Ilepemik kBamiikamiiHux MPOOHUX POOIT PO3POOIAETHCS
3akJagaMu npodeciiinoi (mpodeciiiHo-TeXHIYHOT) OCBITH, MANMPUEMCTBAMH, YCTAHOBAMHU
Ta Oprafi3allisMH BIJIMOBIIHO /10 BUMOT KBali(iKaIlIiHUX XapaKTEPUCTHUK, MOTPeO
poOOTOIaBIIIB, Cy4YaCHUX TEXHOJIOT1HM Ta HOBITHIX MaTepiatiB.

Kputepii kBamiikauiifHOi aTecTalli BUITYCKHHUKIB pO3pOOJISIOTHCS HaBYAIbHUM
3aKJIaJI0OM pa3oM 3 POOOTOAABISIMH 1 TPYHTYIOTHCA HAa KOMIIETEHTHICHOMY MiIXO/i
BIJMOBIAHO JI0 BUMOI KBali(ikaliiHOI XapaKTEpPUCTHKH, MOTped poOOTOaBIIIB,
Cy4aCHUX TEXHOJIOT1I Ta HOBITHIX MareplaiiB Ta MOTOJKYIOTbCS 3 pPEriOHAIbHUMH
OopraHamu OCBITH.

3100yBauy OCBITH, SIKMWA OMAaHyBaB OCBITHIO MporpamMy © YCHIIIHO MPOWIIOB
KBaMiQiKkaiiiiHy aTecTallifo 3a OJHI€0 MPodeciiHO KBaTi(IKAIIED, MPUCBOIETHCT
OCBITHBO-KBaJi(piKamiiHUN piBeHb «KBajipikoBaHUN pOOITHHKY» 3 HaOyTOi mpodecii Ta
BHUJIA€THCS CBIIOITBO JIEP’KaBHOTO 3pa3Ka MpoO MPUCBOEHHS (TABUIIECHHS) MpodeciitHol
KBaTidikarii.

3100yBady OCBITH, SKMW OMNAaHyBaB OCBITHIO MporpamMy © YCHIIIHO MPOWIIOB
KBamikamiiiHy arectarito 3a aBoMa 1 Ouibiie mnpodeciiHuMEu KBami(iKamisamu,
PUCBOIOETHCSI  OCBITHbO-KBANI(IKAIIMHUN pIBEHb «KBaldi(PiKOBaHUN POOITHUK» 3
Ha0yToi npo@ecii Ta BUAAETHCS AUILIOM JIEPKABHOIO 3pa3Ka.

3n00yBayaM OCBITH, $SKI JOCTPOKOBO TMPHUIMHSAIOTH HaBUYaHHS B 3aKJiIaji
npodeciitHoi (mpodeciitHO-TEXHIUHO1) OCBITH, MPHUCBOIOETHCS BIJNOBIAHA TpodeciiiHa
KBamidikallisg 3a pe3yJabTaTaMH IOIEepPeHbOI KBamiQiKaIliiHOI aTecTarii Ta BHUIAE€THCS
CB1JIOIITBO JIEPKaBHOT'O 3pa3Ka Mpo MPUCBOEHHS (MABUIIIEHHS ) KBaJi(ikarrii.

YMOBHI IO3HAYEHHS, 1110 BUKOPUCTOBYIOThCS B ibomy CII(I1T)O:

311K — 3aranbpHOIpodeciiiHa KOMIIETEHTHICTB;

KK — xi1rouoBa KOMIIETEHTHICTD;

[1K — mpodeciitHa KOMIIETEHTHICTb;

AJIM — agMiHICTpaTop.

Cdepa npodeciiinoi agisasnocti. KBE]] JIK 009:2010
AnMiHICTpaTUBHA Ta AomoMbkHa odicHa AisabHICTE. HamanHs koMOiHOBaHUX O(ICHUX
aJAMIHICTPATUBHUX MOCHYT.



3aranbHonpodeciiinuii 0J10K
Ta 3MICT 3arajibHONPOdeciiHuX KOMIETEHTHOCTEMH

IMo3Hauenns

3araasHonpodeciiini
KOMIICTEHTHOCTI

3micT 3arajbHonpodeciiHUX KOMIIETeHTHOCTel|

3IIK. 1

OBOJIOAIHHS OCHOBAMU
TPYJAOBOTO
3aKOHO/IaBCTBA

3naru:

OCHOBHI TpyIOBI mpaBa Ta OOOB’SI3KM TIPAIIBHUKIB;
MOJIOKEHHA, 3MICT, (GOpMH Ta CTPOKH YKJIaJaHHS
TPYIOBOTO JIOTOBOPY; COIlaJbHI TapaHTii Ta YUHHHUKA
COLIaIbHUM  3aXUCT HA  MIANPUEMCTBI  IMiJICTABU
MPUNIUHEHHS  TPYIOBOTO  JOTOBOPY; IIOpPiIYHI  Ta
JOJTATKOBI BiJIITYCTKH.

BwmiTu:

KOHTPOJIIOBATH JOTPUMaHHS poOiTHUKaMHU
MiMPUEMCTBA, YCTAHOBH, OpraHizamii TpymoBOi 1
BUPOOHMUYOI AUCIUTUTIHU

3IIK. 2

OBOJIOIIHHST OCHOBAMH
PUHKOBOI €KOHOMIKH ¥
M1IPUEMHULITBA

3naTm: OCHOBH  MIJUPUEMHHIBKOT  AiSUTBHOCTI;
CTPYKTYpYy, CErMEHTallil0, OCHOBHI acCleKTH Ta eTalu
CTBOPEHHS MIANPUEMCTBA; (YHKLII Ta CTPYKTYpY
YIpaBIIiHHA HiANPUEMCTBA; Kiacu(ikaliio mepcoHany i
MPUHLNINK TPOAYKTUBHOCTI Mpali; €KOHOMIYHHUI 3MICT
3apo0iTHOT miaTh Ta (opMU CTUMYJIIOBAHHS Ipali Ha
H1JIPUEMCTBAX.

YMiTH: XapakTepuzyBaTW BHUJAU  IIJIPUEMHHULIBKOT
NISUTBHOCTI;  aHaJi3yBaTH CTPYKTYPy, CETMEHTAIIIIO,
OCHOBHI aCHEKTH Ta eTalld CTBOPEHHsS MiANPHEMCTBA;
BUKOPDHCTOBYBaTH  Kiacu(ikaiio  HepcoHaly  Ta
BU3HAYAaTH  TOKAa3HMKM  MPOAYKTHUBHOCTI  Tpali;
PO3PI3HATH EKOHOMIYHUN 3MICT 3apoOITHOI TIIJIaTH Ta
(bopMH CTUMYIIOBAHHS Ipalli Ha MiANPUEMCTBAX

3IIK. 3

OBOJIOAIHHS OCHOBAMU
1HopMaLIfHUX
TEXHOJIOT1H

3HaTH:

Mporpamu CTBOPEHHS TEKCTOBHX, rpagiaHnX
JOKYMEHTIB, CTUJI1 0()OpMIIEHHS Ta OJaHHA iH(popMallii;
MYJIBTUMEIIHHI TEXHOJIOT], 3acoou CTBOpPEHHS
NpEe3eHTalliil; OCHOBM MEPEKHUX CHCTEM, 3arajbHi
BiZIoMOCTI Tipo Internet, eneKTpoHHY TMOMTY Ta
TeleKOoH(EepeHIlii, OCHOBHI Mepexi cepBicy, Opaysepw,
MONTYKOB1 CUCTEMU; JIOKAJIbHI, KOPIIOPATHBHI 1 TJI00AIBbHI
MEpexi.

Ywmirn:

CTBOPIOBAaTH  TEKCTOBI  JIOKyMEHTH,  IyOJjikarii,
MYJIBTUMEIHI TTpe3eHTallii, rpadiuHi JOKYMEHTH,
3iCHIOBATH MOIyK iH(opMarliii B Mepexi [HTepHer (3a
HampsIMKOM Tipodecii); BUKOPUCTOBYBATH EJIEKTPOHHY
MOILITY JUJIs BiAMIPABIICHHSI, OTPUMAHHS IOKYMEHTIB

3IIK. 4

OBOJIOAIHHS OCHOBAMH
BUKOPHUCTAHHS
OpraHizariiHol TeXHIKU

3HaTH:

BUAM 3B’SI3KY, MOXKJIMBOCTI Cy4acHHUX TeJe(OHIB; TUIH
NPUHTEPIB,  NPUHLOUNM  [Jii, OCHOBHI  TEXHIYHI
XapaKTepUCTUKH;, BUAM  CKAaHEpiB, MNPUHLUUN  1ii;
(hakCUMIIBHI amapaTt, peKUMU poOOTH; MOJEMH, BUJIH,
OCHOBHI XapaKTEPUCTUKH, MPUHIMI POOOTH; CydacHY
KOMIIOBAJIbHY TEXHIKY, KOHCTPYKTHUBHI OCOOJIMBOCTI,
HPUHIUI POOOTH, TPU3HAYCHHS.

Ymirn:




3MiHCHIOBATH Tiepenavdy (hakCHUMIIBHUX ITOBIJIOMIICHB;
MIPAIFOBATH 3 PI3HUMH BHJIaMU OpTraHi3alliiHOl TEXHIKU

3IIK. 5

OBOJIOAIHHSA OCHOBAMU
(daxoBoi TEpMIHOJIOT1]

3HaTH: OCHOBHI BHJIM >KaHPOBOTO MOBJICHHS; 0a30Bi
MOBO3HaBYl TIOHATTS, OCHOBHI BIJIOMOCTI 13 PI3HUX
pO3/1NIiB MOBO3HABCTBA; 0a30Bi JIEKCHYHI, TpaMaTH4Hi,
CTHJIICTHYHI NTPABOITUCH.

YMmiTu:  BUIBHO — TIyMauuTd  (axoBl  TEPMiHU
JTepaTypHOIO MOBOIO; TOOMpATH TEPMIHU 10 BU3HAYCHb
Yy ONHCAHMX SBUI, IIPOLECIB, TOBApiB, IOCIYT;
CKJIaJaTh TEPMIHOJOTIYHUM  CIIOBHUK 10 (paxoBoro
TEKCTYy 13 JI0JaBaHHSAM IOSICHEHHS TEPMiHIB; CKJIaJaTu
npodeciiiHy MPOMOBY, MPE3EHTAIT 10, TTOSICHEHHS

3IIK. 6

OBOJIOIIHHSA OCHOBAMU
JI0BOT 1HO3EMHOT
MOBH

3HaTH: OCHOBHI MOHATTS Ta TEPMiHU (OPM 3BEpTaHHS
(3ycTpid, BiTaHHS, 3HAHOMCTBO, TPUHAOM 3aMOBJICHHS,
pPO3paxyHOK, TPOIIAHHS, CTBEPIKEHHS, CXBaJICHHS,
3rojia, BiIMOBA, CIHIBYYTTS, [MOOaXaHHS, TMOJAKa,
BHOAUeHHs, MPOXaHHs) 1HO3EMHOI MOBOIO; HEOOXIiJIHI
JIEKCUYHI OJMHUII, CTPYKTYpHI OJMHUII, TpaMaTUYHUN
Marepiaq y Mekax TeMaTHKH, MOBJICHHEBI (PYHKINi Ta
3aco0m iX BHPaXCHHs, MOBHI OCOOJHMBOCTI JIJIOBOTO
CIIJIKYBaHHS, CITUJIKYBaHHs Y Mepexi [HTepHeT.

YMiTH: BOJOIITH OCHOBHUMH MOHATTSMH Ta TEPMiHAMHU
(dbopM 3BepTaHHS; BOJIOAITH 1HO3EMHOIO MOBOIO B MeXkax
PO3MOBHOI'O Ta npodeciifHOro MiHIMYyMY,
BHCIIOBJIIOBATHCS  BIJMOBITHO 7O TIEBHOI CHTYyaIil;
OIMMCYBATH TOAI1 1 BUAM NiSTIBHOCTI, B SIKUX O€pe y4acTsb;
PO3MOBIIaTH, JOTPUMYIOYUCh HOPMAaTUBHOTO MOBJICHHS,
BHUCJIOBJIIOBATH CBOE CTABIICHHS; 3aCTOCOBYBATH ITHUCEMHI
HABUYKM Ta BMIHHA i1 O(OpPMIIEHHS  A1IOBOL
JIOKYMEHTAIlil; 3IIMCHIOBATH [iJIOBE CIIUJIKYBaHHSA Ta
CHIJIKYBaHHA 4Yepe3 Mepexy IHTepHer

3IIK. 7

J/TorpumaHnHs Ta
BUKOHAHHS

BUMOT OXOPOHHU
rpaiii,0€31eyHoro
BUKOHAHHSA POOIT,
ITOYKEKHOT Oe3IeKH,
EIeKTPOOE3NeKH,
BUPOOHMYOI caHiTapii Ta
ririeHu

3HaTH: 3aKOHO/AaBYl aKTU Ta HOPMAaTHBHI JOKYMEHTH 3
OXOPOHHM TIpalli, IOXKEKHOI Oe3NeKu, BUPOOHUYIOT
caHiTapii Ta TIrl€HM I@pali; BHUMOTU IHCTPYKIIH
MIJIPUEMCTBA 3 OXOPOHHU IIpalll, MOXKEXKHOi Oe3NeKu;
npaBuia Traily3eBoi Oe3leku; BUMOTH 0 OpraHizarii
poboyoro MicIsl; TpaBuiIa EIEeKTPOOE3MEeKH Il dYac
0OCIIyTOBYBaHHs ~ €JIEKTpOOOJIaZiHaHHA 3  mpodecii;
npaBWia Ta 3acO00M HAJaHHSA JONIKApCHKOI JIOMOMOTH
MOTEPIIJINM Y pa3l HeIAaCHUX BUIAJIKIB.

¥Ymitu: oprasizoByBaTH poOoue Miclle BIANOBIIHO 10
BUMOT O€3MeKH TMpalli, MOXeKHOT Oe3MeKH; BHU3HAYATH
HEOOXIJIHI 3acO0M IHIMUBIAYaJIBHOTO Ta KOJIEKTHBHOTO
3axHCTy, iX CIPaBHICTb; 3aCTOCOBYBATH NEPBUHHI 3aC00M
MOXKEXKOTACIHH;  HAaJaTW  JOJIKapChbKy  JOHNOMOTY
MOTEePIUTAM Y pa3i HENIACHUX BUIAJKIB ITiJl Yac aBapiii;
KOHTPOJIIOBaTH JTOTPUMaHHS pOOITHUKAMHU
MiANPUEMCTBA, YCTAHOBH, OpraHi3aimii MpaBWJ i HOPM
OXOPOHHU TIpalli, BUMOT BUPOOHHUYOI caHiTapii i Tiri€HH,
MIPOTHIIOKEKHOTO 3aXUCTY




Ilepesik HAaBYAJIBbHUX MOAYJIIB TA NPO(eCiiHUX KOMIIETEHTHOCTEH
(AAM — agminicTpaTop)

Kon IIpodeciiina . .
. HaiiMmeHyBaHHSI KOMIIETEHTHOCTi T2 HABYAJIHLHOTO MOTYJISl
MOIYJIsl KOMIETEHTHICTh
AIM-1 O0cJayrosyBaHHs BiiBilyBa4iB
AJIM-1.1 O6CJI}{I‘0B¥.BEIHH$I BiJIBiIyBa4iB HA IiJIPHUEMCTBI, B YCTaHOBI,
oprasizanii
AJIM-1.2 BupimenHs BupoOHUYHX Mpo0JieM B MPoIieci poOOTH MiAMPUEMCTBA,
YCTaHOBH, YCTAaHOBU
AJIM-1.3 [HdopmarniitHO-KOMIT ToTepHE 3abe3medeHHs] 00CIyTrOBYBaHHI
AIM-2 Opranizanis 1okyMeHTaniiiHOro 3a0e3nevYeHHs1 yNpaBJliHHS HA MiANPUEMCTBI, B
YCTaHOBI, opranizauii
AIIM-2.1 CknaanHs Ta 0popMIIeHHS KaJpOBOi JOKYMEHTAIIi1
AIM-2.2 Cknaianas Ta 0popMIIeHHS JOBIIKOBO-1HPOPMAaLIHHOT JOKYMEHTAI1
AIIM-2.3 CxitananHs Ta 0OPMIICHHS OpraHi3aliiHO-pO3NOPS 901 JOKYMECHTAIIT
AIM-3 IlnanyBaHHs Ta oprasizanis po00TH 3 NEPCOHATOM
AIM-3.1 KanpoBa nonituka mignpueMcTBa, yCTaHOBH, OpraHizauii
AJIM-3.2 VYnpaBiiHHS EpCOHAIOM Ha MIMPUEMCTBI, B YCTaHOBI, OpTaHi3aii
AIIM-4 MapkeTHHIroBa IiVILHICTH MiINPUEMCTBA, YCTAHOBH, OpPraHizairii
AJIM-4.1 3aCTO(.JyBaHH$I OCHOB MapKETHHT'Y Ha MiANPUEMCTBI, B YCTaHOBI,
oprasizarii
AJIM-4.2 Oprani3zaiiisi MApKETHHTOBOI KOMITaHi1

IlepeJik KJIIOY0BUX KOMIIETEHTHOCTEH

31aTHICTh MpalOBAaTU B KOMaH/II.

31aTHICTh BIATOBIAAIBHO CTABUTHCS 0 MPOodeciitHOl AiSTbHOCTI.
3/1aTHICTh CAMOCTIMHO NPUMUMATH PIIIEHHS.

3MaTHICTH MISTH B HECTAHJIAPTHUX CUTYAIISX.

3/1aTHICTD IJIAHYBaTH TPYAOBY JISIIBHICTb.

31aTHICTh JI0 MOUIYKY Ta 3aCBOEHHSI HOBUX 3HAaHb, HAOYTTS HOBUX YMIHb 1
HaBUYOK.

31aTHICTh BU3HAYATH HABYAJILHI [IUI1 TA CHOCOOHU X JOCATHEHHS.
3/1aTHICTh OI[IHIOBATH BJIACHI pe3yJbTaTU HABUAHHS, HABYATHUCS BIIPOJIOBK
HKUTTSL.

3HaHHs MPodeCiiHOI TEKCUKH Ta TEPMIHOJIOTII.

JorpumaHHs TpoQECiiHOT eTUKH.

3anoOiraHHs KOHQIIKTHUX CUTYaIlli.

IIpodeciiina kBagigikauis: agminicTrparop

1. Keanighikauinnna xapakmepucmuka

3aBaaHHs Ta 000B's3KkH. 3abe3neuye poOOTy 3 €pEeKTHBHOTO 1 KyJIbTYPHOTO
oOciyroByBaHHs BiiBiayBauiB. CTBOpro€ i HUX KOMQOPTHI YMOBH. 3IIMCHIOE
KOHTPOJb 3a 30€peKEeHHSIM MareplanbHUX ILiHHOCcTe. KoHCynbTye BIABIIyBadiB 3
NUTaHb HasgBHUX MOCIyr. BkuBae 3axofiB 100 3amoOiraHHs 1 JIKBiAAIli
KOH(IIKTHUX curyami. Posrisgae mpereHsii, TNOB'A3aHI 3  HE3aJ0BUILHUM
00CITyroByBaHHSIM BiJBIyBadiB, 1 BXKMUBA€ BIJAMOBIAHUX OpTaHi3alliiHO-TEXHIYHUX
3aXO/iB. 3M1MCHIOE KOHTPOJIb 3a pallioHAJTbHUM O(DOPMIICHHSAM MPUMIIICHb, CTEKUTh
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32 OHOBJICHHSIM 1 CTAHOM pexyiamu B MPUMILIEHHAX 1 Ha OyIiBI1. 3a6e3neqye YHUCTOTY 1
MOPSAIOK Y TPHUMIMIEHHSX 1 Ha TMpWIErIuX J0 Hux Tepuropisax. Kourpomtoe
TOJepKaHHS pO61THI/IKaMI/I HiAIpUEMCTBA, YCTaHOBH, opranizamii  (mami -
HiAIPUEMCTBO) TPYAOBOI 1 BUPOOHMYOT AUCIUIUTIHY, TPABWI 1 HOPM OXOPOHU TIparii,
BUMOI' BUPOOHMYOI caHiTapii 1 TIrl€HH, TPOTUIIOKEKHOrO 3axucty. I[Hbopmye
KEpIBHUITBO MiAMPUEMCTBA TMPO HASBHI HEJONIKM B Oprasizaiii o0OCIyroByBaHHS
BIJIBIIyBaYiB, BXXHBA€ 3aXOJIB IIOAO 1X JIKBijamii, 3AIHCHIOE KOHTPOJL 3a
BUKOHAHHSM MpalliBHUKaMH BKa31BOK KEPIBHUIITBA M1AIPUEMCTBA.

IloBMHEH 3HATH: TOCTAaHOBH, PO3MOPSKCHHS, HaKa3W Ta I1HII HOPMATHBHI
JOKYMEHTH 1 KEpiBHI Marepiaiu, $Ki CTOCYIOThCS Oprasizauii MiJIpHeEMCTBA;
OpraHizalliiHy CTPYKTYPY YHpPaBIIHHA NIANPUEMCTBA; ITpaBa 1 000B'SI3KU MPaliBHUKIB,
peXUM iX poOOTH; TpaBWiIa 1 METOAM OpraHizaiii mporecy oO0CTyroByBaHHS
BIJIB1/lyBayiB; aCOPTUMEHT MOCIYT, L0 PEani3yl0ThCsl; OCHOBU MAPKETUHTY; TPUHIUIIN
IUTaHYBaHHS Ta OQGOPMIICHHS TNPUMIIIECHb, BITPUH, OpraHizaiii peKjIamMu; OCHOBHU
€CTeTHKHU, €TUKU, TICUXOJIOrii Ta OOCIIyrOBYBaHHS BIABIAyBadiB; OCHOBU €KOHOMIKH,
oprasizallii mpaiii ¥ ynpaJiiHHS; OCHOBU 3aKOHOJIaBCTBA PO Mpallko.

KBanigikaniiini BUMoru

HenoBHa Buila ocBiTa (MOJOAMIMKA CHEIIaIICT) a00 MOBHA 3arajibHa CEpeIHs
ocBiTa Ta npodeciiiHo-TeXHIYHA OCBiTa. be3 Bumor 70 ctaxy podoTu.

Ipuxaaau pooir
PoGota 3 Hakazamu mpo 3apaxyBaHHS 1 3BUTbHEHHS IPAI[IBHUKIB.

Po6ora 3 Hakazamu mpo CTUMYJTIOBaHHS TpaIli.

®opMyBaHHS 0COOMCTOI CLIPABU POOITHUKA.

CtBOpeHHs 0a3u TaHWX MPaIiBHUKIB.

CkrnaganHs aropuTMy poOOTH 3 TIOSICHIOBATLHUMM 3aIMUCKAMHU MPAIIBHUKIB.
CknamaHHd Ta aHaji3 IJIaHy JIsIbHOCTI Ha MICSLb.

CknagaHHs alrOpUTMY poOOTH aIMiHICTpaTOpAa.

CknaaHHs CXeMU JeNIeTyBaHb 1 TOBHOBAXEHb.

CTBOpEHHS peKIaMH NMPOAYKIii, HOCTYT.

[IpoBenenns nu3aliHy 30HM OOCTyrOBYBaHHS B1/IBITyBayiB.

[lepenaya iHdopmarii 3a JOMNOMOTOI0 PI3HUX BHUJIIB OPTTEXHIKH.

CkiaiaHHs anropuTMy BUKOHAHHS PO3MOPSKEHB, BKa31BOK 1 PIIlIEHh KEPIBHUKA.
Po3po0iieHHs 3an001HUX 3aX0/I1B I[0/10 KPU30BHUX CUTYALH Y AISIBHOCTI.
[TpoBenenHHs aHai3y OpraHi3aiiHol CTPYKTYpH YIIpaBIiHHS.

Po3po0nenns crieniaabHOI IPOIO3HUIIii Ha TOBAPH, TOCIYTH.

[TpoBeneHHsI MAPKETUHTOBOTO AOCTII>KEHHSI.

OdopmiteHHs peksiaMHOro orojoieHHs y nporpami MS Publisher.
OdopmiienHsa pexsiamHOro OaHepa A po3MilleHHs B IHTepHer y mporpami MS
Publisher.

Po3po6enns Bi3uTku mianpueMcTBa B mporpami MS Publisher.
Po3po6ieHHs1 aHKeTH OMUTY Ha TOBAp.

OdopmiteHHs TUCTa-TIPONO3UIIIT Ha TOBap.

Cknaganus npoduIo KIIEHTA.
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2. Bumozu 0o oceimnvozo, oceimuvo-keanighikauiiinozo pienie, npogeciinoi
Keanighikayii ocio, AKi Haguamumymusc:a 3a npogheciero Aominicmpamop

2.1. Ilpu BCcTymi HAa HABYAHHS

IToBHa 3arajpHa CepeaHs OCBITA.

2.2. Ilicns 3akiHYCHHS] HABUaHHS

[ToBHa 3arampHa cepemHsi OcBiTa, mpodeciitHa (podeciiHO-TeXHIYHA) OCBITa,
HEMOBHA BHWINA OCBITAa (MOJIOAIIMHI CIIEIIANICT), OCBITHHO-KBaMi(IKAIIHHUN DPIBEHb

«kBaji(hikoBaHUN POOITH

UK» 32 poQeciero AIMIHICTPATOP.

3. Tunosuii Hasua bHUI NIAH NIO20MOEKU KEAIIKOBAHUX POOIMHUKIE

[Tpodecis: 4222 AnminicTpaTop
[Tpodeciitna kBamiikalis: aaMiHICTPATOP
3aranpHuil (HOHI HABYAITBLHOTO Yacy — 892 roauHm

S
No . S S WIM - AJIM | AJIM | AZIM | AJZIM | AJIM | AJIM | AJIM | AZIM | AJIM
ym | Hanpanu nidzomosku §§ BB 1711 | 12|13 | 21 | 22 | -23 | -31 | 32 | -41 | -42
1 BgranLHonpO(beCMHa 105 | 105
1 ArOTOBKA
o, [lpodeciiino-Teopernama | 44 20 |22 | 22 | 17 | 17 | 17 | 17 | 17 | 17 | 20
M1ITOTOBKA
3, |[Ipodeciiino-mpaxruana | ge 59 |59 | 79 | 52 | 52 | 52 | 66 | 39 | 40 | 66
MIArOTOBKA
Ksanidikauiiina npodna
4. 7
pobota
5. |Koncynpramii 30
HepxxaBHa
6. AR : 7
kBamidikariifHa aTecTars
3aranbHuii 00CsIT
7. |HaBYanbHOTO yacy (6e3 862 | 105 | 79 |81 |101 | 69 | 69 | 69 | 83 | 56 | 57 | 86
na. 4, 5)

Ipumimku

1. Kpamigikarmiiitna nmpoOHa poO0OTa BUKOHYETHCS 3a PaXyHOK 4acy, BIJIBEJICHOTO Ha TpodeciiiHo-

MPAKTUYHY IiITOTOBKY.

2. l'opuHy, BiBeeHI HA KOHCYJIBTAIlli, BPaXOBYIOTHCS B 3araJiIbHOMY (DOHJII HABYAIBHOTO Yacy.

4, Tunoea npozp

ama 3 ni02omoeKu 3a npogeciero AoOminicmpamop

(Bmicm npogpecitinux komnemenmuocmelil)

IHo3naven| IIpodeciiini
Hfl  |[KOMIIETEHTHOCTI

3MmicT npodeciiiHUX KOMIIETEHTHOCTEH

Mopnyas — AJIM -1 O6cayroByBaHHs BiaBigyBauis

AJIM -1.1 O6ciyroByBaHHs
BiJ[BiTyBauiB Ha
IiIITPUEMCTBI, B
YCTaHOBI,
oprasizarii

3HaTH: TpaBWia 1 METOAW OpraHizamii mporecy 00CITyroByBaHHS
BiJ[BiyBauiB; TpaBWiIa OOCIyroByBaHHS BIJBiAyBauiB y pi3HHUX
rajgy3six; KyJabTypy JUIOBOTO MOBJICHHS; OCOOJMBOCTI OQIIHHO-
JIIOBOTO CTHIJIIO, €CTETHKY BEpOaTbHOTrO CIUIKYBAaHHS Ta TEXHIKY
MOBJICHHSI; 1HO3€MHY MOBY B MeXaX PO3MOBHOI0 Ta IpogeciifHoro
MiHIMyMY.

YMmiTH: opraHi3oByBaTH OOCIYroBYBaHHS BiABIIyBauiB; O(OpPMISATH
HAJXO/DKEHHSI KOINTIB 3a IOCIYrH Yy TOTIBKOBUH 1 O€3rOTIBKOBHIA
croci0; 3abe3meuyBaTH SKICTb 1 KYJIbTypy OOCIyroByBaHHS,
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CTBOPIOBaTH KOM(OPTHI YMOBH, KOHCYJIHTYBATH BiJIBilyBayiB 3 MUTaHb
HAsBHUX TMOCIYT; MiATPUMYBaTH TMO3UTUBHUN IMIDK MiAIPUEMCTBA,
YCTAHOBH, Oprasi3zallii; 3aCTOCOBYBaTH MUIOBHI E€THKET Ta KYyJIbTYpY
CHUIKYBaHHS;, OOMpPAaTU TAaKTUKY MOBEIIHKH, 3aCTOCOBYBATH (HOpMYIH
MOBJICHHEBOTO €THKETYy Ta 1HO3€EMHY MOBY Yy CBOill mpodeciiiHiii
JSUTBHOCTI; 3a0e3MedyBaTd YUCTOTY 1 MOPSAOK y NPUMIIIEHHSAX 1 Ha
NPWIETJIMX 0 HUX TEPUTOPISIX; CTEKUTH 32 OHOBJICHHSIM Ta CTAHOM
peKJIaMu

AJIM -1.2 | Bupimenss 3HaTHM: TexHiKy i 3aco0M CHiNKyBaHHsS 3 BiABigyBauaMu y Pi3HHX
BHPOOHUYHX YMOBaxX 1 CUTYaIlisfX; IWCTaHIII 1 30HU CIIJIKYBaHHS aJMiHICTpaTopa 3
npobiem B BiJ[BiyBauaMH, 3aco0M  KOMYHIKallii;  OCOOJMBOCTI  KYJIbTypH
npoueci pobOTH | iHO3EMHUX — TAPTHEPIB; PI3HOMAHITHI  TEXHIKM  CIJIKYBaHHS 3
MIANPUEMCTBA, | NPEACTABHUKAMU IHIIMX KYyJIbTYp; 1HO3€MHY MOBY B MekKax
YCTaHOBH, PO3MOBHOTO Ta POQeCcitHOTO MIHIMYMY.
oprasizarii YmiTn: opranizoByBaTH ALIOBI 3yCcTpidi, HApaau, MEPEroBopu, 300pH;

3a0e3medyBaTd CTOPOHHM HEOOXITHUM OOJagHAHHSAM 1 JIOKYMEHTaMU,
BECTH KOJIGKTUBHI TIEPETOBOPH Ta BHpINIyBaTH PO301KHOCTI,
pO3IMIISIIaTH TIPETEH31i, MOB’sA3aH1 3 HE3aq0BIILHUM OOCIYyTOBYBaHHSIM
BiJ[Bi/lyBauiB, BXKMBAaTH 3axXOJiB MIOJ0 3amoOiraHHs KOH(MIIKTHUX
CUTYaIllif; pO3TJISAAAaTH MPONO3HMINii, 3asiBU Ta CKAprd TPOMAIH,
3MIACHIOBATH KOHTPOJIb 3a BHKOHAHHSIM TIpAI[iBHUKAMH BKa3iBOK
KEpIBHHIITBA IANPHEMCTBA; 3aCTOCOBYBATH  1HO3EMHY MOBY JIJIS
BUPIIICHHS BUPOOHUYMX CUTYallil

AJIM -1.3 [[udopmauiiito- 3HaTHM: mpaBwiaa mnpuiiomy, mepemadi i oOpoOku iHdopmarii s
KOMIT IOTEepHE BiJ[BIlyBauiB; TMpaBuia CKJIaJaHHi Ta O(OPMIEHHS JJOBiJIKOBO-
Babes3neueHHS 1H(popMaIiifHOT TOKyMeHTallli y mpoIieci 00CIyroByBaHHS, CTaHIAPTHI
06CITyroByBaHHs | IPOrpamu Windows: Word, Excel, Access, CHCTEMH

ABTOMAaTHU30BAHOTO JIOKYMEHTOOOITY.

VYMITH: BUKOPHUCTOBYBATH CKAaHEPH, KOIIOBAJIbHO-PO3MHOXKYBAIbHI
3acobu 1 3aco0u Bi1oOpaxkeHHs! 1HPOpMaIlil, MyJIbTUMEI1HHI TEXHOIOT1]
1 €JEeKTPOHHI KaTaJoru; KOPUCTYBATUCS 3HMIIYBa4aMU JTOKYMEHTIB;
3MIACHIOBATH MOIIYK 1HGopMallli B pI3HUX MOLIYKOBUX CHUCTEMax B
Mmepexi Internet; mparroBaTé 3 €JIEKTPOHHOIO MOIITOO: BIANPABIATH Ta
OTPUMYBATH JIUCTH, NEepenaBaTu (ailin 3a JOMOMOTOK €JIEKTPOHHOI
HIOUITH; BUKOPUCTOBYBATH CUCTEMHU aBTOMaTH30BaHOTO
JIOKYMEHTOOOITYy; BECTH TEPBUHHI JOKYMEHTH Ta 3BITHICTh 3a
nonomoroto Excel

Monayas — AJIM — 2 Oprani3anis 10KyMeHTaliliHOro 3a0e31Me4eHHs yIPABJIiHHA HA NiANPUEMCTBI,

B YCTAHOBI, oprani3auii

AJIIM -2.1 | Cxknanauns ta 3HaTH: npaBmiIa CKIaJaHHA Ta OPOPMIICHHS KaJpOBOi JOKYMEHTAIIT;
Oq)OpMJIeHHSI npaBuiaa peJaryBaHHs cny>K6OBHx ZIOKyMeHTiB, BUMOI'H 10
KaJJpOBO1 0(hOpMITCHHSL.
JIOKyMEHTAL] YmMmiTH: cknamaty ta oQOpPMIIATH KaJpPOBY TOKYMEHTALiIO; BECTH
JOKYMEHTAIII0 NpH HpuiioMi Ha poOOTy, OOJIIKOBY JOKYMEHTAIIilo,
KHHUTH, XypHaiau OOJiKy; Oo(QOpPMIISITH JOKYMEHTH Ha TNpU3HAYCHHS
MaTepialbHOi JONOMOTH, MpPEeMil; CTWIICTUYHO O(GOPMIIIOBATH Ta
penaryBaTtu Ciy)KOOB1 JOKYMEHTH.
AJIM -2.2 | CxiiagaHss Ta 3HaTH: TpaBmia  CKiIAmaHHA Ta  OQOPMIICHHS  JIOBiJKOBO-

o OopMIICHHS
JTOBIZIKOBO-
iHpopMamiiHoi
JIOKyMEHTAITi

iH(OopMaIiifHOT JOKYMEHTAIII1; €TUKET I1JI0BOTO JUCTYBaHHS, iIHO3EMHY
MOBY B Me&XaX PO3MOBHOTO Ta MPOQeCciiHOTO MIHIMYMY.

Ymitn: cxmagaté Ta O0QOPMIISATH  JOKYMEHTAIliF0  JTOBIJIKOBO-
iHpopMalIfHOTO XapakTepy 3 JOTPUMAHHSAM CTHJIICTHYHHX Ta
CHUHTAaKCUYHHUX 0COOIMBOCTEH 0hOpMIICHHS IIIOBUX MaIepiB: AOBIIKH,
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JIOTIOBIJTHI Ta TOSICHIOBAJIbHI 3alHUCKH, CITY’)KOOBI1 JIUCTH, TPOTOKOJIH,
aKTH, TeJerpaMmu, TeiaepoHorpaMu, (akcH, BIATYKH, IJIaHU POOOTH,
3BITH, JIOTIOBiJi, 3aCTOCOBYBAaTH MHUCEMHI HABHYKU Ta BMIHHS IS
0o(OpMIICHHS J1I0BOT JOKYMEHTAallii iHO36MHOIO MOBOIO

AJIIM -2.3 | Cxnananusa Ta 3maTH: TpaBwiIa CKIaJaHHS Ta O(OPMIIEHHS OpraHizauliiHo-
o opMIICHHS PO3IOPSIYOT JOKYMEHTAITi1.
OpraizamiiHo- | YVmiThH: ckiaagatd Ta 0QOPMIATH  OPraHi3aliiHO-pO3IOPIadY
pPO3nOpsAYOL JOKYMEHTAIII0 3 JOTPUMAHHIM CTHJIICTHYHHUX Ta  CHUHTAKCHUYHUX
JOKYMEHTa ocobnmuBOCTENl OQOPMIICHHS IJIOBHX IanepiB: MOJOXKEHHS, CTaTyTH,

npaBujia, IHCTPYKIIii, pO3MOPSIHKEHHS, BKa3iBKU

Monayas — AJIM -3 [ls1anyBaHHSI Ta opraHizauisi po6oTH 3 NepcoHaJIOM

AJIM -3.1 | Kagposa 3HaTU: €IUHY JAEp)KaBHY KaJIpOBY TOJITHKY, TMpaBwia poOOTH 3
HOJIITHKA KaJ[paMu; OCHOBH Mi100py Ta BUKOPUCTAHHS KaJpiB.
MIAOPUEMCTBA, | YMITH: MiAOMpaTH KaJpu Ha BaKaHTHI Micud, (opMyBaTH pe3epB
yCTaHOBH, NpaliBHUKIB, TOTyBaTM HakKa3d 3 IHTaHb 3a0XOUYEHHSI Ta
oprasizanii JUCIUILIIHAPHOTO CTATHEHHS; BECTH OOJIIK NEPCOHAITY

AJIM -3.2 | YipaBimiHHS 3HaTH: OCHOBH YIIPABJIIHHS JIOJCHKHUMH PECypCaMu 1 IEPCOHATIOM.

MePCOHATIOM Ha
MiIPUEMCTBI, B
YCTaHOBI,
oprasizartii

YMmiTH: npuiiMaTH YIpaBIiHCBKI PIIIEHHS Ta KPUTHYHO aHAJi3yBaTH
iX; CKJIaJaTH JTOBTOCTPOKOBI, TMIEPCIIEKTHRHI 1 MOTOYHI IIAHU POOOTH 3
NIePCOHAJIOM; aHaJi3yBaTH IIMHHICTh KaJpiB; J1arHOCTYBaTH €MOLIHHI
CTaHM B YMOBax TPYAOBOi MISUIBHOCTI; JOCIIIKYBaTH 3aI0BOJICHHS
poOOTOI0 B TPYIOBUX KOJIGKTHBAX Ta iX 3HAUEHHS Ui (OPMYyBaHHS
ONTUMAJIBHOTO TICUXOJIOTIYHOTO PiBHS; 00JIKOBYBATH BUKOHAHHS POOIT
Ta HAIAHHA MOCIYT; PO3MOAUIATH POOOUMii yac (TaliM-MEHEKMEHT)

Mopnyabs — AJIM — 4 MapkeTHHroBa IisIbHICTh MiINPHEMCTBA, YCTAHOBH, OpraHizamii

AIIM -4.1 | 3acrocyBanns 3HaTH: OCHOBHI MOHATTS Ta MPOLEC YIPaBIIHHA MapKETUHIOM;
OCHOB MapKeTHHTOBI CTpaTerii, cTafil UTTEBOTO MUKy TOBApiB Ta IMOCIHYT,
MapKeTHHTy Ha | [UHOBI cTparerii 30yTy.
mignpueMctsi, B | YMITH:  3ilCHIOBaTH 30ip Ta CHCTEMATH3alil0 IEPBHHHOI Ta
YCTaHOBI, BTOPMHHOI MAapKeTHHIOBOi iH(popMallii; HajaBaTH KOHCYJbTAIll 3
opranizauii MHTaHb HasBHKX MIOCTYT Ta ACOPTHMEHTY; PO3pOOIIATH HOBI IIPOMO3HLI]
JUIs NOKpPAILEHHS MPOAAXiB; 3A1MCHIOBATH KOHTPOJIb 33 BUKOHAHHSIM
IpaliBHUKAaMU BKa31BOK KEpPIBHMIITBA IMIANPUEMCTBA, TPYIOBOi Ta
BUPOOHHMYOI AUCIMILTIHY, [IPABUJI Ta HOPM OXOPOHH IIpalli, MOKEKHOT
Oe3nexy, BUMOT BUPOOHUYOI CaHiTapii Ta Tiri€HW mpaili; KOHTPOJIIOBATH
CBO€YACHE BHMKOHAHHS JOTOBIPHUX 3000B’s3aHb; BECTH OIECPATUBHY
3BITHICTb IIOJIO POOOTH
AIIM -4.2 | Oprauizauis 3HaTH: npaBula BUTOTOBJIEHHS PEKJIaMHU 13 3aCTOCYBaHHAM (hipMOBOTO
MapKeTHHroBoi | CTWJIIO Ta fOr0 CKJIaJ0BUX, BUIM PEKIaMH; aHANlI3yBaTH MOBY 1 CTHIIb
KOMIIaHii peKJIaMu, eproHOMIKY poO0Y0ro MicIis.

YMiTH: BHTOTOBIISITH KOMIT IOTEpHY, CYBEHIpHY Ta IHIII BHIU
pexiaMHOi TpOXYyKWii 3a JIOMOMOIOI0 TEKCTOBHX PENaKTOpiB,
CorelDraw, Publisher, Power Point; BUTOTOBISTH ApyKOBaHY peKIamy:
OykieTu, KajJeHJapi, HpPOCIEKTH, MakeTh OaHepiB, IUIAHyBaTH Ta
opopMIISITH CITy’k00BI MPUMILIEHHS, BITPUHHU, 30HU OOCIyrOBYBAaHHS
BiJIBi/TyBauiB
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5. IlepeJiik ocHOBHUX 3ac00iB HABUAHHS
[Tpodeciitna kBamiikaris: aaMiHICTPATOP

Kinekicts Ha 15 oci0

Ne .
HajimenyBaHHs1 JUIS 1HI.
3/m JUTSL TPYITA
KOPHCT.

IIpum

Oo0gagnanus

Bineokamepa 1

[EEN
a1

Kanbkynsaropu 1

[EEN
a1

Komn’rotepu 1

MynbTUMeIIHUN TPOEKTOP

Ckanep

Tenedon

Be6-kamepa

dakcUMITBHUN anapaT

©ON| o0~ WIN

ITpunTep

=
o

KomniroBanpHuii anapat

|
|
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Monem

Crapumii agMiHicTpaTop: HEMOBHA BHINlAa OCBITa (MOJOJIIMNA CIEMIATICT) 1
cTaxx pobotu 3a mpodeciero aaMiHicTparopa He MeHme | poky abo moBHa 3arajabHa
cepelHs OcBiTa Ta MpodeciiiHO-TeXHIYHA OCBITa 1 CTaX pPOOOTH 3a Mpodeciero
aJMIHICTpaTOopa - HE MEHIIE 2 POKIB.

3ayBaskeHHsI Ta MPOTO3UIIIT 010 3MICTY CTaHAAPTY MpodeciitHoi (mpodeciitHO-TEeXHIYHOT) OCBITH 3
npodecii AnqmiHicTpaTtop HaacuiaaTy 3a aapecoro:03035, m. Kuis, Byn. Mutpomnonurta Bacuis
JIunkiBcbkoro, 36, [HCTUTYT MoziepHi3allii 3MicTy ocBiTH MiHICTepCTBa OCBITH 1 HAYKH
VYxpainu. Tenedon: (044)248-91-16.
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